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King County

How to E-File Documents
into an Existing Superior Court Case

(for cases initiated on or after January 1, 2000)

Prior to e-filing into an existing King County Superior Court case, you will need to save your documents into
a PDF or TIF format. To e-file documents with an associated fee, payment must be made using the King
County’s E-Commerce application via a credit card or internet check. An e-commerce transaction fee of
$2.49 for use of a credit card, or $1.49 for an internet check, will be included in the total cost. For
additional E-Filing information, please see the ‘E-Filing Application Tips’ tutorial.
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Choose the E-Filing Process

From the ‘Home’ page, choose ‘E-
File Documents into an Existing
Case’

Enter Case Information

Enter the case number
Dashes are not required

Do not include the case
assignment designation (KNT or
SEA)

Click ‘Next'

Page 1 of 7


http://www.kingcounty.gov/courts/Clerk/FeeSchedule.aspx
http://www.kingcounty.gov/courts/Clerk/~/media/courts/Clerk/docs/E_Filing_Tips.ashx

m How to E-File Documents
into an Existing Superior Court Case

(for cases initiated on or after January 1, 2000)

King County

A KC - EFiling - Microsoft Internet Explorer

Fle Edt Vew Favortes [ools Help i
- N ) n'-' > &) - iv, - i) 38

Oaa:k ) lﬂ E" ()| ) search ¢ Favarites = & Q3

Agdress | &) v| B o

HOME | NEWS | SERVICES | DIRECTORY | CONTACT | N
King County - E-Filing

Superior Court Clerk’s Office

INSTRUCTIONS } ) o Progress:.
E-File Documents into an Existing Case e

Confirm Case
P information
IS g%\f&;ﬂgm Select Document(s) for E-Filing

Type
P bl Case Information
lyau cannot use vour Case # 02-2-99999-9 Case Title: TEST 1234
browser's 'Back'
buttom) Document Type

start over ~-select one- A

Document Type File Name Size (KB) Action

Case Number
02200808 Total Upload : 0.00 MB of 50.00 MB
Caza e

TEST 1239

A

obe _ Roal

|£Dnne S @ internet

4 KC - EFiling - Microsoft Internet Explorer, ANSWER AND COUNTER CLAIM ($230.00)
ANMSWER AND CROSS CLAIM ($230.00)
Eb B Hm Fueim Ixb ANSWER AND THIRD PARTY CLAIM ($230.00)
N CONFIRMATION OF JOINDER
O Back ~ (o) ﬁ EI pl ) search ¢ Favon sOUNTER/CROSS CLAIM ($230.00)
DECLARATION

adcress [ DECLARATION OF MAILING R
[ [ FEE RE: UNLAWFLL DETAINER (§112.00) -
JUR'Y DEMAND - 12 (5250.00)
I URY DEMAND - 6 ($125.00)
King Coumty King County - Ersfieniiiye

Superior Court Clerk's Offici¥faptla]
MOTION FOR SUPPLEMENTAL PROCEEDINGS (§20.00)
MOTION TO EXTEND JUDGMENT (5230.00)

SEALED COMFIDENTIAL REFORTS
SEALED MEDICAL 8 HEALTH INFO
SEALED PERSOMAL HEALTH RECORDS

liyou cannot use your
browser's 'Back'

utton) STATEMENT OF ARBITRABILITY (5220.00)
THIRD PARTY CLAIM (5230.00)
datover OTHER (DO NOT FILE UNSIGNED ORDERS) v
STATUS
FeT— Document Type File Name Size (KB) Action

[BEEEE Total Upload : 0.00 MB of 50.00 MB
[

TEST 1234

Adobe”
AR
v
E Dore D B Inremet

Welcome Home E-Filing E-Service My Cases Sign Out \ /

B EEX]
2

Welcome Nomee T METIa POGKET | MyCases  Signout |
NOTICE OF APPEAL TO APPELLATE COURT (§280.00) Progress:
INSTRUGTIONS E-File Documents {NOTICE OF APPEARANCE P ‘g =
» Canfirm Case NOTICE OF HEARING der»
Infarmation NOTICE OF INTENT TO WITHDRAW
p Sekita Select Document{NOTICE OF WITHDRAWAL AND SUBSTITUTION OF COUNSEL
?y”g;‘mm NOTICE RE:DEPENDENT OF A PERSON IN MILITARY
REQUEST FOR TRIAL DE NOYO AND TO SEAL AWARD (§250.00)
P vhele RESPONSE

King County Superior Court Clerk’s Office
3/17/2010 8:32 AM

Verify Case Information

When a valid case number is
entered the page will refresh and
display the case title

Before continuing, verify this is the
case you want to file into

Identify Document Type

Click the down arrow to display a
list of descriptive document names
referred to as the ‘Document

Type’

Using the scroll bar to view the
complete list, choose the
document type from the drop
down menu that most closely
describes your document

If you do not see the type of
document you are filing listed,
choose ‘OTHER’ (NOTE: Unsigned
orders cannot be filed with the
clerk)

Some document types will
generate optional text fields (i.e.,
‘Whom’ and ‘Re’) to help you
further identify the particular
document
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Locate Document

Click ‘Browse’ to open a ‘Choose
file’ window on your computer,
which will enable you to upload
your document

Choose Document

Browse your computer or network
drive to locate the document you
wish to e-file (For file conversion
information, please see the ‘E-
Filing Application Tips’ tutorial)

After choosing the document, click
‘Open’
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Upload Document

The chosen document file name
and location will be displayed in
the ‘Document File Name:’ field

If you have an attachment(s) for
this document or additional
documents to file into this case,
click ‘OK’ (NOTE: For additional
information regarding
attachments, please see the ‘E-
Filing Application Tips’ tutorial)

If you do not have an attachment
or additional document to file, click
‘Next’

Document Validation

The application validates the file(s)
you selected to upload to verify it
meets the E-Filing application
requirements (NOTE: For
additional information, please see
the ‘E-Filing Application Tips’
tutorial)
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Add Additional Document —
continued

Choose a document type from the
drop down menu and complete
the locate and choose document
steps noted above

If you have accidently uploaded
the incorrect document, you may
‘Delete’ the uploaded document
and start the process over again

The only limit to the number of
documents you may file in a single
session is the 50 MB total upload
size limit

Submission Summary

A ‘Summary’ of your documents
ready for filing is displayed for
review and verification prior to
filing (NOTE: Click a hyperlinked
file name to view the document)

To modify the submission click
‘Previous’ to return to a document
upload page where additional files
may be uploaded or existing
uploaded files may be deleted

If you are ready to proceed and e-
file, click ‘E-File Now’

If you have selected to e-file
document(s) with an associated
fee, the amount will appear in the
cost column and you will be taken
directly to King County’s E-
Commerce website for payment
via Internet Check or Credit Card
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The ‘Confirmation Receipt’
identifies the date and time that
the clerk’s office received your
document(s)

To save a copy of the confirmation
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electronic ‘Ex Parte via the Clerk’
submittal processes via the button
at the bottom of the page

You may electronically serve your
e-filed documents on parties who
have opted-in to accept electronic
service via the E-Filing application
by clicking ‘E-Serve Documents’

You can return to the Confirmation
Receipt page for 30 days from the
date of filing, from the case
number link on the ‘My Cases
>Status’ tab
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